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CAREERS AND WORK EXPERIENCE CO-ORDINATOR
Job Description

· Salary starts at CAN scale point 25 (£24,378 actual salary, £28,380 full time equivalent)

· There is the potential for salary progression within the salary scale CAN 25 – 28

· Hours between 8 am and 4 pm most school days (with a lunch of 30 minutes and a further break of 30 minutes each day) 

· Term time plus 7 days (195 working days)
· 36 hours per week 
A) GENERAL PURPOSE OF THE JOB AND DESCRIPTION OF DUTIES

The Extended Learning Co-ordinator will work with the relevant leadership line manager to ensure the promotion of:

· Careers Guidance and Education, coordinating the work of the Career Advisors

· Work Related Learning, with a particular focus on Year 10 and 12 Work Experience

· Co-ordinating careers talks and engage with employers

LINE MANAGER:  Leadership Team Member as designated
B) 
SPECIFIC DUTIES

Careers and Guidance Coordinator
To co-ordinate the provision of careers advice and guidance in Years 7-13 in consultation with the leadership line manager.

In particular:-

1. To liaise with the school’s Careers Adviser to support their work with students across the school. To provide support materials and lesson resources as requested, for the taught careers/guidance modules in the LIFE programme. 

2. Work closely with the sixth form team and support the Next Steps event.  

3. To manage, review and maintain the careers library resources.

4. To manage and provide guidance on the careers ICT programmes on the school network.

5. To take part in training and research in order to maintain current knowledge of good practice.

6. To support students in KS5 in developing employability skills including support in CV writing and through mock interviews
7. Ensure the school continues to make progress in meeting the Gatsby Benchmarks (and record evidence) and complete regular audits
8. Promote Careers across the school e.g. in flyer, website, careers events
9. Stay abreast and up-to-date with changes in careers guidance

In addition, with the leadership line manager, oversee the following administrative activities:-

1. The provision of essential information and student data to the Careers Adviser.

2. The programme of careers interviews for targeted students.

3. The collation and maintenance of statistical and other data, including career intentions and progression routes, on all students. 
Work Related Learning Coordinator
To co-ordinate the provision of work related activities for all students and work experience placements for students in Year 10 and 12, in consultation with the leadership line manager. 

In particular:-

1. To work with Changing Education in providing WEX placements for all students during Year 10 and 12.

2. To ensure the completion of all statutory documentation to support the planning, approval, monitoring and evaluation of WEX placements.
3. To refer to the Leadership line manager any concerns as to the suitability of proposed placements, followed by discussion with the student/parents, where necessary, for those deemed unsuitable.
4. To provide, through the LIFE programme and the tutors and/or through time during the school term, induction and debrief activities for all students taking up WEX placements, in collaboration with the line manager and LIFE co-ordinator and Year Teams.
5. To manage the work experience programme for students, including an annual review and the production of recommendations for the future.

6. To plan and promote visiting procedures or other contact arrangements between staff and work placements

7. To produce an annual written report on the Work Experience programme for Governors.
8. To lead the provision of work experience placements for those students not placed during whole cohort work experience weeks (using equivalent funding to that reserved for work experience)
9. To advise on possible placements for those students requiring Extended Work Experience as part of alternative programmes of study in KS4.
10. To support students in Year 12 in securing work experience placements.

11. To promote the provision of careers education and guidance through assemblies for students, flyer articles, online talks, website materials and the Year 10 and 12 information evenings
12. Individual liaison with students and parents as necessary, in particular:
a. Being available during tutor times
b. Being available at the end of school
13. To support employer engagement through direct communication and general promotion of opportunities

Other duties:

1. To undertake other administrative duties as advised by the Headteacher or member of the Leadership team

2. To mentor individual students or small groups where time allows and as requested

3. To attend external meetings related to the responsibilities as required.

General:

1. Be aware of and comply with policies and procedures relating to child protection, equal opportunities, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

2. Participate in training and other learning activities as required

3. Attend and participate in regular meetings

4. Respect confidentiality at all times

PERSON SPECIFICATION

You will be expected to work effectively with staff as well as with students. You will thus need the following qualities:-
· Ability to handle sensitive issues relating to students, keeping confidentiality as required

· Ability to form good working relationships with students and colleagues 

· Good communication skills

· Good organisational and time management skills and the ability to work under pressure

· Adaptability and flexibility in working practices and the ability to know when to use his/her initiative

· Commitment and support for others’ learning

· An ability to present a good role model to students

In addition, you will be expected to have:

· Good awareness of the types of procedures associated with resources/library management and the ability to quickly learn specialist systems. 

· An awareness of health and safety issues relevant to a learning resources environment.

· Be familiar with Office applications and be confident in their use. Be willing to learn new computer systems

· Have good administration skills

· Have the ability to work as part of a team

It would also be helpful if you have had some experience of working with young people. 

Training in school systems and practices will be provided. 
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